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Submission of Proposed Orders'

Format of Proposed Order:

Proposed orders may be submitted to the Court through CM/ECF. All orders
submitted through CM/ECF must be formatted as follows:

L 4 4 inch margin (i.e., 4 inches of “white space”) from the
top of the first page of the proposed order.

4 The last page of the proposed order should contain the
following character sequence, centered at the end of the
text:

HHEH
This serves as a signal to the system of the
page/document end.

L 4 The proposed order should not contain a judge’s
signature line/block.

After logging into CM/ECF the user proceeds as follows:

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main
Menu. (See Figure 1)

3 K
UECF Bankruptcy » Adversary + Query + Reports « Utilities + Logout ?

Figure 1

! Proposed orders are submitted to the court via E-Orders. E-Orders is a web-based application
developed by the U.S. Bankruptcy Court for the Western District of Texas.
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STEP 2 The Bankruptcy Events screen will display. (See Figure 2)

EE F Bankruptcy . Adversary . Query . Reports . Utilities . Logout
Bankruptey Events

AnswerResponse
Appeal

Claim Actions
Motions/Applications
Motices

Open BE Case

Open Involuntary Case
Other

Dlan

File Claims

Creditor Maintenance
Tudge/Trustee Assignment
Order Tpload
CasellpLoad

Figure 2

L 4 Click the Order Upload hyperlink.

STEP 3 The Order Upload menu will display. (See Figure 3)

EE F Bankruptcy + Adversary

Order Upload for Bankruptcy

Tpload Batch
Tpload Single

Figure 3

L 4 Click the Upload Single hyperlink.
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STEP 4 The Case Number screen displays. (See Figure 4)

EE F Bankruptcy Adversary Query

Upload a Single Order

('ase Number || Examples: 99-12345, 1.90-hk-12345 or 1-99-bk-12345

Mext | Clear |

Figure 4

L 4 Enter the case number, including the hyphen.

¢  Click [Next].

STEP 5 The Related Document screen will display. (See Figure 5)

EEC F Bankruptcy Adversary . Query . Reports
Upload a Single Order

3:03-bk-30040 Joseph Wayne Tester3 and Sarah Lynn Tester3

Related Document Number Eniter the document munber of the relsted matter for which the order is being submitted.

Mote: If vou den't know the related document number, click on Next to continue.

Mext Clear

Figure 5

4 If you know the document number that the proposed order is
being submitted for, enter it in the prompt box available and
proceed with STEP 8. Otherwise, click [Next].
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STEP 6 The Category Selection screen will now display. (See
Figure 6)

FECF oo
O Bankruptcy

Upload a Single Order

Select the category to which your event relates:

answer

appeal
caseupld
claims

crmp

court
crditcrd
misc

maotion v

Filed | to |
Documents to
Mext Clear
Figure 6

L 4 Select the category that the proposed order relates to;
generally this will be the “motion” category. You may enter a
“Filed” date range or a “Document” number range to assist in
the search. Click [Next].

STEP 7 The Related Document screen for the category specified will
display. (See Figure 7)

EEC F Bankruptcy Adversary

Upload a Single Order

Select the apprapriate event(s) to which your event relaies:

Mo 09/21/2003 2 Motion to Borrow Filed by Debtor Sarah Lynn Tester3

et Clear

Figure 7
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L 4
corresponding box; click [Next].

Select the appropriate related document by checking the

NOTE: If an agreed order that does not relate to an existing document is
being submitted, you will need to select the Bankruptcy Petition for
a bankruptcy case or the Adversary Complaint for an adversary
proceeding.
STEP 8 The Order Upload screen will display. (See Figure 8)

SsECF

Bankruptcy ¢ Adversary « Query

Upload a Single Order

Case Number: 3:03-bk-50032

Case Name: MMichael Easter and Febecca Easter

Related Document Number: 3%

Related Document Description: Motion for Eelief Frotm Stay

This matter will be o1 has been |
heard by the Court as follows:

Order Type:

H

Hearing Date:

+ Reports

Examples: 03/19/2002 or 03/19/02

+ Utilities +« Logout

File to Upload: |

Browse...

Notes:

Figure 8

*

Confirm the case number, case name, related document

number, and related document description at the top of the

screen.

(See Figure 8a).

Select the appropriate order type from the drop-down menu.

Order Type:

heard by the Cowrt as follows:

e

This matter will be or has been Eretin]

Agreed
Hearing Date: Dthe Examples: 03/19
File to Upload: |
Figure 8a
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4 Select the appropriate Hearing information with regard to this
Order. (See Figure 8b)

EECF Bankruptcy + Adversary « Query -+ Repol

Upload a Single Order

Case Number: 3:03-bk-50038

Case Name: Michael Easter and Febecca Easter
Related Document Number: 30

Related Document Description: IMotion to Aveid Lien

Order Type: -

This matter will be or has been | B
heard by the Court as follows:

Nn Scheduled Hearing
Scheduled Hearing (enter date)
File to Upload: Hearing Already Held (enter date)

Hearmg Date: 371902

Figure 8b

NOTE: If Scheduled Hearing or Hearing Already Held is selected, you
need to enter the hearing date information.

L 4 Click [Browse] in the File to Upload section. Navigate to
the directory where the appropriate PDF file is located.

2 starter Database Area - Netscape
Fils Edt View o Communicator Help

€ = A 4 . W oS a8 @ @

Back Fonward Reload Harmne Search  MNetscape Print Security Shop Stop:

H J' Baookmarks \& Lucatiun:lhllps //Bkw2. acts. a0.dendcgi-binlogin. pl 99561 0620992932-L_916_0-1
[ tiainer atrain-PACER alrain astudent] bl CM/ECF INTERNAL & CMECF RESOLURCE FiaalFlayer
: ? 3
EEC - Flle Upload i | - ?
Lack ir: [ =3 PDF Files -] o« ef BB =
File a Motion: | 20largest pdf B0]BhC_34 LNkc,pdf T Exhibit pe
02-10069 Franlk 7 B aifidavi, pof [ Certsve PDF T Hearinghit
Eﬂmended Schedules,pdf Eclalmfurm.pdf '@Inventory
EANSWER.de EComplalnt.pdf I@Inv’olunta
ﬂﬂpphcatlon - Filing Fees,pdf ECopy of Application to Emplay pdf '@mlntmut\o
Select ECopy of Martin, pdf '@Llst of all
Select the pdf doc [T pplicati [T CREDDISK POF T martin.pd
. B spplicati W (| Daniiels_Dale_vPCh7. pdf Tlmemo in s
Filename Flapptsuct  Print | veclaration. pdf B matian m
l— B appttr.p [F] Document . PDF B motion ta
Flanc ord oo for virses.. B Exchibit A - vol Ptition.pdf B motion ta
Attachments to D Open With >
Ll Quick ¥iew Plus |
Quick Print
Fils name: o9 winip v hensation poi =l Open
Mext|  Clear | 1 Fiescfype  send T , = E=l)
—_ 4

Figure 8b
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. To make certain you are about to associate the
correct PDF file for this entry, right click on the
filename with your mouse and select Open. (See
Figure 8b.)

. This will launch the Adobe Acrobat Reader which will
display the contents of the imaged document. Verify
that the document is correct.

. Close the Adobe application if that is the correct file,
click [Open] on the FILE UPLOAD dialogue box.(See
Figure 8c.)

File Upload |
Lok in: | {3 PDF Files - =k ER-

ﬁzﬂlargest.pdf EBNC_SMNtc.de EExhibit.pc

T affidavit, pdf T certsve.POF Tl Hearinght
'@nmended Schedules, pdf IEclaimform.pdf '@Inventory
'E.C\NSWER.de '@Complaint.pdf '@Involunta
IE.ﬂtpplication - Filing Fees.pdf ECopy of Application to Employ.pdf IEjointmotio
inpplication For Compensation,pdf ﬂ Copy of Martin, pdf 'E Lisk af All

") spplication ta Emplay . pdf T cREDDISK. PDF Tl martin.pd
IE.|='.|:|3|in:ati0n.|3cll’ IEDaniels_Dale_\u'PCh?.|:|c|I’ 'EMemo ins
IEapptsucc.PDF IEDeclaration.de IEr\ﬂotion L
IEappttr.PDF IEDDcument.PDF 'EMotion s}
T ENC Order of Dischg, pdf T Eshibit & - Yal Petition, pdf T Mation ta

K I i

File name: IAppIication for Compenzation. pdf j Open I

Filez of type: IAII Files [*.%) LI Cancel |

i

Figure 8c

L 4 The File to Upload box will now show the pathway to the
PDF file.

4 Review the information on the Order Upload screen. Once
you click Next you will not have an opportunity to
modify your submission.

®  Click [Next].

STEP 9 The Upload Confirmation screen will display. (See Figure 9)

L 4 You may view the PDF by clicking on the PDF number
hyperlink to verify you have uploaded the correct order to
the case.
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Uploading an Additional or Replacement Order >

In some instances an order may need to be replaced or a second order created.
For example, after a hearing the judge may ask both attorneys to submit revised
orders. The attorney submitting the original proposed order would replace
his/her submission with the revised order, and the other attorney would upload
another proposed order. However, an order cannot be replaced if the original
order has been routed to the Judge. If this is the case, the system will let you
know the order cannot be replaced at this time. An external filer cannot
replace an order uploaded by a different filer.

The process of replacing an order is the same as uploading the order as
previously described. However, after selecting the document number a warning
screen appears letting you know an order already exists for the document and
giving you the option to create a new order or replace the existing order. (See
Figure 9)

EE F Bankruptcy Adversary s« Query

Upload a Single Order

Warning: The following order(s) already exst for the same case and related document

25.pdf
& Tpload another order

" Replace the ongmal order(s)
Maxt Claar |

Figure 9

2 Procedures outlined in this section are from E-Orders Version 2.0 User's Guide, July 2003
Edition; United States Bankruptcy Court, Western District of Texas.

USBC - Southern District of Ohio January 13, 2004



CM/ECF Attorney Order Submission - Page 9

Choose to Upload another order or Replace the original order(s) by clicking
on the radio button next to your selection, then click [Next].

The same screen as Figure 8 will appear. Follow the steps outlined in Step 8 to
upload an additional or replacement order. You will get a confirmation screen
like the one in Figure 9 to let you know the process was completed successfully.

EE F Bankruptcy Adversary

Upload a Single Order
The new pdf file 25 .pdf was uploaded successfully on 9/21/2003 - 10:29 AM

Order Type: Ex Parte (no Hearing Eequired)

Case Number: 3:03-ble-30040

Case Name: Joseph Wayne Tester3 and Sarah Lynn Tester=
Related Document Numnber: 2

Related Document Description: Ioton to Borrow

Do it again

Figure 9
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